
APPLICATION FOR RECORDS RETENTION SCHEDULE 
r 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMEN* DIVISION 

. . -  2 Capi to i~  Square 

- ~ .~ Atlanta ,  Georgia 30334 
. .  . 

~~ 

4ppliation Number 
-. .~ ~. . ~. . . .  

FOR AGENCY USE 
ipolicarion Date 

L ___- ---- 
2. Parson to Contact Working Title 

Paul Cox Accountant I1 

1. Agenw Address 
Department of Transport a t  ion 
Off ice  of General Support Services 

- 
FOR RECORDS MANAGEMENT USE - 

ADoliwtion Numbsr 

7 6 - 3 2 8  
Dan Cornpisred Date Received 

I_--- 
- - 

3. Action Requested 
8. 

b. 
c. 0 Amend A , P plication No. Checkone: 0 Charwe; 0 Supercede; 0 Void 

@ Estabosn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

I_ 

1. Datssof Series 
:artiest Latest 

5. R-rds Sarias Titie Ifallowed by tide used in office; if different) 

Stolen/Lost Property Report F i l e  

5. Division and Office - Function What is  the function of the Division and the Office inwhich this record series is created? 

The Division of Administration provides s t a f f  support t o  the  Department i n  the  a reas  of 
general  accounting, audi t s  and f i s c a l  procedures, equipment ~- coIitro1, purchasing, inventory 
and warehouse cont ro l ,  general  f i l e s ,  records management, Department Budget and a i r  t r a v e l  
service.  - 

-- - 
r. Remrd Dewiption T h i s  file contains the following documents (include farm numben and fifks,  if Jny): 

Attach sample5 of the file. 
Documents relating to: repor t ing  4 missing property - . - 

Included are: 

File i s  arranged: 

"Central -xn%entory ~i Rscord's :of . . -  Lost/Stolen  property"^  P DOT F o q  
5 9 5 )  ; anii re la ted~ 'corres'pondence. ~c ' =,Also included are coding~ sheets.  ' 
used i n  dele t ikg  propertyTrom.~ t h e  Central  Inventory. 

. 
^, t ; -E .  

Chronologically 
, 

-- - - 
1. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
10 5 0 Seven to twelve months old - ---; Thirteen to twenty-four months old -----; 

twenty-five months and older 0 7  
-- - l_l__l -__I___ 

I. Annual Rate o7Accumula%on of Remrda 
Letter-size drawers -..?L- : Legal4ze drawers ; Shelves -_-__, . Other (specify) _-__ __ _ _  ___ 



~--- ---I--.. I_ . _ _ - . l _ s l _ _ . . . _ .  . ____.__ I 

a y  to keep the entire file for a long period, could ifme . . 

These instructions apply to alt prior and future accumulations of the series. 


